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FOHEWOHD 


effectively prepared and processed correspondence ie rec¬ 
ognised as one of the most i^ortant tools available to 
business and governmental management . The mastery of the 
pertinent details and the observance of predetermined 
standards of correspondence make definite contributions to 
satisfactory operations* 

This Handbook of Correspondence has four major purposest 
(1) To raise the standards of the Administration's corres¬ 
pondence; (2) to improve correspondence procedure; (3) to 
provide a usable working guide and a ready reference for 
stenographers and typists; and (4) to serve as a training 
tool for new personnel. A close examination will reveal 
that considerable emphasis has been placed upon the "standards 
of correspondence." Good usage in composition will often 
permit a choice of form and style. In Instances where such 
a choice is permissible, the Informal style is recommended. 
Standards have been based upon the Government Printing Office 
Style Manual. 

In the preparation of the Handbook It was recognised that in 
many respects it would be only as good as it is usable. To 
this end, every effort has been made to simplify the arrange¬ 
ment of the materials. This Handbook has been divided Into 
two parts. Part I deals with the mechanics of correspondence; 
that ie the proper form of address, salutation, complimentary 
close, signature, etc. Part II covers some of the fundamentals 
of English usage; capitalisation, punctuation, syllabication, 
etc. A comprehensive index is provided for quick and easy 
reference. 


Washington, D. C. 
April 1944 
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OORfiESPONDEhCE STYLE MALUAL 


Section I - Domestic Letters 


Domestic letters Intended for use by the Foreign Economic 
Administration are to be prepared according to uniform and 
established roles, and are to Include the following ooaponent 
parts: address, salutation, body, complimentary close, and 
signature. In addition, working procedure requires that 
stenographers and secretaries be familiar with the use and 
preparation of carbon copies, office code symbols, second and 
succeeding pages, and notations used In connection with the 
address and signature. 

In each section which follows, the reader will find that the 
material presented has been arranged in the sequence of 
events usually associated In the preparation of a letter. 

The first section being devoted to Letterheads and then 
progressing by the various steps in the order usually followed 
in office procedure. At the end of each section, examples 
are attached. 

100. LETTERHEADS - All letters addressed to persons other 
than members of the staff of the Foreign Economic 
Administration are to be prepared on Foreign Economic 
Administration letterheads. The title of the bureau 
or office to which the official signing the letter is 
attached will be typed in the letterhead between the 
line “Foreign Economic Administration" and the line 
"Washington 25, D.C., M thus: 

Foreign Economic Administration 
Bureau of Areas 
Washington 25, D.C. 

105. CABBOh COPIES - Procedure requires that legible carbon 

copies as specified herewith be prepared for all letters. 



105.1 Courtesy Ocrplet - A courtesy copy Is one Intended to 
acconqo&ny the original letter. It is an exact duplicate 
of the original and Is prepared on letterhead tissue. 

Such a copy will be made for (1) all letters prepared 
for the signature of the Administrator or Deputy Admin- 
lst rat or, and (2) all letters addressed to the President, 
Cabinet Members, Congressmen, heads of Government agencies, 
and other prominent officials. 

105.2 Copies to Persons Other Than the Addressee - Such copies, 
in addition to those specified below and those required 
by the practices of the individual originating offices, 
are to be made only as directed by the dictator. 

105.21 Copies for PEA employees and offices - Such copies, 

in addition to those specified below, are to be prepared 
on plain white tissue, 

105.22 Ooplee for other persons - Such copies are to be exact 
duplicates of the original and are to be prepared on 
letterhead tissue. 

105.3 Copies for Congressional Constituents - When a United 
States Senator or Bepresentative refers a letter from a 
constituent to this administration for reply, a copy of 
the constituted'• letter will be made for the files and 
the original letter returned to the Congressman, even if 
the return of the letter has not been requested. When 
the constituents letter Is answered direct, an extra copy 
of the reply to the constituent will be prepared. This 
copy will be attached to the courtesy copy of the letter 
of acknowledgement to the Congressman, 

105.4 Copies for Wile Station - Copies (yellow and white) will 
always be prepared for the file station. 

105.5 Copies for Letters Prepared by other Offices and Bureaus 
for the Signature of the Administrator - "Extra copies as 
follows must be provided when correspondence is prepared 
for the signature of the Administrator, 

Courtesy 

Blue (for Administrator's 

3 Whites (file station 


Yellow 

White 


(for originating 
(file station 




105.6 Copies for Letters Prepared for the Signature of the 
Deputy Administrator by Other Offices and Bureaus - 


Courtesy 


Blue 

(for Administrator's 

White 

(fils station 

Tallow 

(for originating 

White 

(file station 


105.7 Copies for Letters Prepared for the Signature of Other 
Officials Serviced by a File Station Other Than That 
Servicing the Orlgisatlng Office - 


Tellow 

(for signer's file 

White 

(station 

Tellow 

(for originating 

White 

(file station 


105.8 Ooples for Letters Prepared lr. the Office of 
Personnel - 

A green copy Is to be substituted for the yellow and 
white file copies in all such references throughout 
this Manual. 


110. OFFICE CODE SYMBOLS - The office code symbols as used by 

the Foreign Economic Administration consist of the initials 
of the originating office, the number assigned to the 
operating office or branch and division, and the dictator's 
initials. In general, the ribbon copy of the letter and 
all carbon copies will carry the office code symbol of the 
originating office typed on all copies under the prirted 
notation - "In Reply Refer To:" 

Example: In Reply Refer To: 

BA-810-SBR 


The symbol is determined by the office to which the dictator 
is assigned regardless of the letterheed and the signature. 


The office code symbols already established are to be found in Staff 
OTqOWraOfflmiBaHCXllHMm* which may be N ,°^‘ 

obtained from the Office of Badget and Adjrini.tratlTe Planning. I 344 


In an effort to keep tide Manual as current as possible, 
"Code Charts" will be released as necessity demands. These 
charts will include all office code symbols available and 
are to be inserted irto this Manual as Section 110.2 upon 
their receipt. 



120«2 Spell out the avenue or street name If It is a number 
below ten, ae 

145 Second Street HW 

If the street najne le a nuiiber above ten, figures will 
be used followed by st, d, or th, thus: 

1825 33d Street HE 

13th Street at Sixth Avenue 

120.4 City and State - The names of the city and state are to 
be written on the sane line separated by a comma, thus: 

Mr. John R. Jones 
119 Maple Avenue 
Blank, Pennsylvania 

Where the post office sone number is known, it is to be 
included following the name of the city and separated 
from the name of the state by a comma, thus: 

Mr. John B. Jones 
119 Maple Avenue 
Blank 16, Pennsylvania 

120.5 Special Markings - Letters intended for the attention of 
a person other than the addressee will carry the notation 
"Attention" typed in initial capital letters. The notation 
is to be followed by a colon and the name but not the title 
of the person. It will be placed 2 lines below the last 
line of the address and flush with the left margin, thus: 

Marts Brothers Company 
6420 Eighth Street^ 

New Tork 21, New fork 

Attention: Mr, J. R. Smith 

Gentlemen: 

120.6 Notations with the Address - It is necessary to use certain 
specific notations when special handling or special postal 
service is required. 

120,61 Confidential mail - When a letter falls within the 

security regulations, it is marked with the words secret, 
confidential, or restricted. The word9 "SECRET," "CONPI- 
DEi.TIAL, n or "RESTRICTED," all in capital letters, will 
be written flush with the left margin #%paces above 
the first line of the address on the ribbon and all 
carbon copies. 



120.62 Re gistered t Air, end fre dal Lellve r y Mai l - To 

indicate that a special type of mailing is desired 
and to insure proper consideration by the recipient, 
the appropriate notation will be typed in all capital 
letters on the original and ell carton copies. The 
notation will be placed flush with the left margin 
end 5 spaces above the first line of the address. 

Note: All secret or confidential letters must be 

transmitted by registered mail,, In such case, 
the mailing notation will be typed 3 spaces’ 
above the notation "SERET" or "CONFIDENTIAL". 

Example: 

AIR MAIL REGISTERED MAIL 


or CONFIDENTIAL 

Brown and Company Bruwn end Company 

120,63 Preparation of Mall Orde r Form - vhen a communication 
is to be transmitted by registered mail, air mail, 
or special delivery, one copy of Form BE 1 ’'-76 will be 
prepared and forwarded with the correspondence to the 
Mail Room, This form is also used for parcel post, 
when a return receipt is requested on registered 
mil, end when the material weighs in excess of four 
pounds, Tha mail order form will be filled out 
eomp lately, except for the amount of postage, and 
should Include the office code symbol on the "Division 11 
lins. It till be signed by a chief clerk, section 
chief, or a superior official, 

125* SAUDTATIOM * The salutation is governed by the mm Us 

K reoft or fire addressed. It will be placed 2 spaces below 
e lest lies of the sddrsss or 2 spaces belot the Attention 
lie*'then such notation is used, flush with the left margin, 
end will be followed by e colon. The preferred form of 
salutation for general correspondence is Dear followed by the 
appropriate title (Mr., Mrs., Mias, or othercivil, ecclesias¬ 
tical, or military title) and the surname of the addressee. 

The name of the person in an "Attention* line (120,5) is never 
used la the salutation. 



125.1 5rggj_g l Verms of Addresses ard Salutations - The 
following forir.9 of addresses and salutations have 
been selected as standards to he used by the Foreign 
Fconomic Administration. 


The President 


The President 
The White House 
Washington, P. C. 

Pear Mr. President: 


The Vice President 


The Vice President 
United States Senate 
Washington, D.C. 

Dear Mr. Vice President: 

Justiceeof the Supreme 
Court 


Speaker of the House of 
Represent at Ives 

The Honorable 

The Speaker of the House of 
Representatives 
Washington. D.C. 

Pear Mr. Speaker; 

or 

Hon. Joseph f. Blank 
Speaker of the House of 
Representatives 
Washington, D. C. 

Pear Mr. Blank: 

Members of the Cabinet 


The Chief Justice 
of tlie United States 
Washington, P. C. 

Pear Mr. Chief Justice: 

or 

Mr. Justice Blank (last 
name only) 

United States Supreme Court 
Washington, D.C. 


The Honorable 

The Secretary of Commerce 

Washington, P.C. 

Peer Mr. Secretary: 

or 

The Honorable 

The Secretary of Labor 

Washington, P. C. 

Pear Madam Secretary: 


Pear Mr. Justine 


Senators 


The Honorable 

The Secretary of Labor 

Washington, D. C* 

Dear Madam Secretary: 


The Honorable 

The Attorney General 

Washington, D. C. 

Dear llr* Attorney Gener&l: 


The Honorable 

The Postmaster General 

Washington, D.C. 

Dear Mr. Postmaster General: 


Under Secretaries or Assis¬ 
tant Secretaries of a 
Department 

Hon. William Blank 
Under Secretary of State 
Department of State 
Washington, D.C. 

Dear Mr. Blank: 


Hon. Jane Blank 
Under Secretary of Labor 
Department of Labor 
Washington, D.C. 

Dear Mrs. Blank: 


Head of a Division or 
Bureau of a Departmen t 

Mr. James C, Blank 
Chief, DlTlsion of Western 
European Affairs 
Department of State 
Washington, D.C. 


Hon. James Blank 
United States Senate 
Washington, D.C. 

Dear Senator Blank: 


Hon. Hattie W. Blank 
United States Senate 
Washington, D.C. 

Dear Senator Blank: 
or 

Dear Mrs. (Miss) Blank: 


Represent atIres 

Hon. Walter Blank 
House of Representatives 
Washington, D. C. 

Dear Mr. Blank: 


Hon. Clara Brown Blank 
House of Representatives 
Washington, D.C. 

Dear Mrs. Blank: 


Note: The following form will 
be used when mall Is sent to 
the homes of Senators and 
Representat Ives: 

Hon. James Blark 
Member of Congress 
1319 Blank Avenue 
St. Louis, Missouri 


Dear Mr. Blank: 



Congressional Committee 


Hon* Janes Blank 
Chairman, Committee on 
appropriations 
United States Senate 
Washington, D. C* 

Dear Senator Blank; 


Territorial Delegates and 
Resident Commissioners 


Hon* Anthony J. Blank 
Delegate of Alaska 
House of RepresentatIves 
Washington, D. C. 

Deer Mr* Blank; 


Hon* Bolivar Blank 
Resident Commissioner of 
Puerto Rico 

House of Representatives 
Washington, D«C« 

Dear Ur. Blank: 


Secretary and Assistant 
Secretary to the President 


Hon* Stephen Blank 
Secretary to the President 
or 

Assistant Secretary to the 
President 
The White House 
Washington, D*C* 


Governors of the States and 
Mayors of Cities 


Hon. Herbert Blank 
Governor of New Tork 
Albany, New Tork 

Dear Governor Blank: 


Hon* George Blank 
Mayor of Buffalo 
Buffalo, New Tork 

Dear Mayor Blank: 


Heads of Federal Agencies 


The Honorable 
The Comptroller General of 
the United States 
Washington, D. C* 

Dear Mr* Comptroller General 


Hon* Harry B* Blank 
President, United States 
Civil Service Commission 
Washington, D*C* 

Dear Ur* Blank: 


Eon* Harold D* Blank 
Director, Bureau of the 
Budget 

Washington, D* C« 

Dear Ur* Blank: 


Dear Ur* Blank: 



Army and Navy Officers 

Kfojor. General James Blank, U.S.A. 
Port Madison, Texas 

Bear General Blank: 


Finance Committee 
Business Women's Club 
100 Franklin Street 
Baltimore, Maryland 

Mesdames: 


Vice Admiral James Blank, U.S. 
U. S. S. Pennsylvania 
Sar Diego, California 

Dear Admiral Blank: 


Kote: In the salutation of 
letters all army officers 
both men and women axe 
addressed by the title of 
rank before their name. 

Naval officers are addressed 
with "Mr.,* "Mrs.,» or 
"Hiss" up to the rank of 
Lieutenant Commander. 
Lieutenant Commanders and 
above are addressed by their 
titles, such as "Dear 
Commander Blank:” etc. 


Banks. Corporations. Firms . 
Committees, etc . 


Mr. A. B. Blank 
President, Federal Lard 
Bank of Spokane 
Spokare, Washington 

Dear Mr. Blank: 


Blank Hardware Company 
Colman Building 
Seattle, Washington 


Priests, Mini stern. 
Rabbis, etc. 


(Catholic Pxiests) 

The Reverend James Blank 
1306 Payson Street 
Chicago, Illinois 

Dear Father Blank: 

(Jewish Babble) 

Rabbi Jazoes Blank 
44 East 42d Street 
New York, New York 

Dear R&bbi Blank: 

(Protestant Ministers) 

Rev. James Blank 
4400 Seventh Avenue 
Atlanta, Georgia 

Dear Mr. Blank: 


Professional Persons 


Dr. James Blank 
President, University of 
Maryland 

College Park, Maryland 
Dear Dr. Blank: 


Gentlemen 



(Professor) 


(Lawyer) 


Professor John R. Mace 
Columbia University 
New York, New York 

Dear Professor Macei 

(Instructor) 


Mr. Richard C. Doe 
201 Equity Street 
Maintown, Illinois 

Dear Mr* Dost 


Mr* J* A* Cm tor 
Instructor of Mathematics 
University of Blank 
Blankville, Virginia 

Dear Mr. Cantor* 

(Doctor of Medicine) 

Dr* James Blank 
20 Main Street 
Jackson, Wyoming 

Dear Dr. Blank: 


Private Individuals 

Mr. James Blank 
20 89th Street 
Chicago, Illinois 

Dear Mr. Blank: 


Mrs. (Miss) Mary Blank 
111 Grand Avenue 
Karrieburg # Pennsylvania 

Dear Mrs. (Miss) Blank: 


130. IETTER SUBJECT - As an aid to the addressee in quickly 

identifying incoming correspondence, the notation "Subject" 
may at times be used. When used, the word "Subject" will be 
written with an initial capital letter, followed by a colon 
and a concise statement of the subject-content of the 
communication. Except in unusual instances, a letter should 
deal with but one subject. The "Subject" notation will be 
pieced 2 spaces below t re salutation, thus: 


Mr. John Smith 
510 Arlington Road 
Alexandria, Virginia 

Dear Mr* Snith: 


Subject: Deduction for Bonds 

135. BODY OF THE LETTER - The body of the letter will begin 2 
spaces below the Salutation or 2 spaces below the Subject 
notation when this item 16"included. A letter of one 
paragraph not exceeding 8 lines in length will be-double¬ 
spaced. Letters of more than one paragraph and letters 
exceeding 6 lines in length will be single-spaced, and all 
paragraphs will be separated by a double apace. Margins 
will be blocked. Side aid bottom margins of letters are 
to be at least lj inches. 



and Quotations - Extracts and quotations of 
moro than 3 lines will ho Indented 5 spaces from the 
left, blocked and tingle-spaced, with a double space 
between ouoted paragraphs# Material of this kind will 
be brou£it to the ri^bt margin* Quotation marks will 
be placed at the beginning of each paragraph bat at the 
end of the last paragraph only* Brief quotations of 
3 lines or less may be run in as part of the paragraph 
in which they appear, quotation smirks being used# 

Example: 

As so many employers here so often said: 

"As soon as the applicant for a stenographic position 
eomes into the office, I got a certain impression# 

The person is tidy or he is untidy; he is bold or he 
i8 timid# then the applicant introduces himself, I 
get a further impression from his to lee and his bear¬ 
ing* It is important to remember that first impres¬ 
sions are likely to last longest# 

"Before a business man employs someone# he wants to 
make as certain as possible that the new employee Is 
reliable# can be trusted to oarry on his work without 
constant svperrlslon# and will not turn in any work 
whleh is sot the best that he can do*" 

or 

So many employers hare so often said: "I want an employee 
who is reliable# trustworthy, and who will not turn in any 
work which is not the best he can do." 

136 #2 Second and Succeeding Pages - fhen It is found necessary 
to use more than one page to complete a letter, at least 
3 lines of the body of the letter will be carried to a 
second or succeeding page# These second and succeeding 
pages of the ribbon copy are to be prepared on plain white 
bond paper and all carbon copies will be arranged exactly 
as for the first page of the letter except for letterhead 
tissues* In such instances, the second and succeeding 
pages are to be prepared on plain white tissue. 



135*3 Pagination and Identification of Second and Succeeding 
Pages - On the second and succeeding pages the name of 
the addressee, or the name of the firm and the name of 
the person for whose attention the correspondence is 
marked and the page number will be typed at least 6 soaees 
from the top of the page flush with the left margin, thus: 

2—Hon. Louis L. Jones 


or 

2—Sant on Milling Company 
Mr* Lloyd Jones 

The text will begin at least 2 spaces below the Identi¬ 
fication* The spacing between the Identification and 
text is flexible, Howerer, the second and all succeeding 
pages, will, for the sake of uniformity, carry the same 
spacing as to page number, identification, and text, 

140, COMPLIMENTARY CLOSE - The compliment ary close will be typed 
2 spaces below the last line of the body of the letter 
and will begin slightly to the right of the center. If the 
signature le long, the complimentary close will be mowed to 
the left so as to balance the margins. Only the first word 
of the complimentary close will begin with a capital letter, 
and a comma will be placed at the end. 

140,1 Forms of Complimentary Close - The phrase "fery truly yours 
Is the uqual form of closing* The complimentary close 
"Sincerely yours,” will be used on letters prepared for the 
signature of the Administrator* In letters addressed to 
the President, one of the following forms will be used* 

Respectfully submitted, 
or 

Respectfully yours. 

The phrase "Sincerely youre," will be used when letters are 
addressed to: The Vice President, Cabinet Members, under 
secretaries, and heads of bureaus; heads of 
independent Government agencies; members of 
the judiciary; and members of Congress; 
secretaries and assistants to the President; 
Governors of states and mayors of cities; 
heads of Federal agencies; military officers 
and members of the clergy* 



145, SIGNATURE - Generally, the signature of the letter will 
consist of the typed name and the title of the signing 
official followed on the next line by unit Identification. 
The typewritten name of the signer is to be blocked with 
and placed 5 single spaces below the complimentary close. 
The title of the signer is to be placed on the line with 
the name except in letters prepared for the signature of 
the Administrator and principal officers whose units are 
identified in the letterhead, thus: 

Very truly yours, Sincerely yours, 

or 


J. A. Blank, Chief Leo T. Crowley 

Petroleum Division Administrator 

Requirements and Supply Branch 

Leonard W. A*Hearn 
Assistant Administrator 

146.1 Potations Jj .fi: ? r the Signature - It Is necessary to 
provide uniform order and spacing for identifying 
notations. The moet common are ino'udrd below with 
the spacing most frequently usod. 

Undo sure (if any) 

Description of encloeure (if any) 

Separate cover (if any) 

hod of sending (carbon copies only) 

Identification of dictator and stenographer 

Date of preparation 

Reference to incoming correspondence 

ooi 

Pile station (one Inch from bottom of page) 

The exact usage for each is provided as follows: 

146*11 Enclosure - When material is to be transmitted with 
a letter, the notation "Enclosure" will be typed on 
the ribbon and all carbon copies 2 spaces below the 
signature and title, flush with the left margin. 

If there is more than one enclosure, the notation 
will indicate that fact, thus: 


Enclosures 3 



On all ctrbon copies, except the courtesy copy, 
a conplete list of enclosures will be typed 
iiseediately be lew the word "Enclosures." 

Exaaplet 

Enclosures 3 (on ribbon and carbon copies) 

Reports on stenographic training (on carbon copies 

only) 

If the length of a letter will not allow rood for 
this list, it should be typed on a separate fall 
sheet of paper and clipped or stapled to the file 
copies* It is advisable to withdraw the ribbon 
copy from the typewriter without disturbing the 
oarbon copies, and continue with the nsceesary 
notations, 

145*12 Separate cover - then material is to be transmitted 
wr separate cover, the notation "Separate cover" 
will be typed on the original and all oarbon copies 
in the position share Enclosure usually appears* 
the appropriate notation sueh as "Begistsred Mail," 
■Parcel Post" etc*, will be typed on ell oarbon copies* 
ex ce p t the courtesy, to indicate the wanner of sending 
the material, If both notations are used the notation 
"Separate cover" will be typed ianediately belew the 
listing ef the encl o s ure s* 

145*13 Identification of dictator end stenographer - 

(a) Dictated letters - The dictator's initials sad 
suraus in initial capital letters, followed by 
a colon and the stenographer'a initials in lower 
ease, will be typed 2 spaces below the list of 
enclosures or 2 spaces below Separate coy when 
that notation is used. This notation wiliHbs 
plaoed flush with the left margin on all carbon 
•opies e cept courtesy eopies and extra copies 
for thiru persons. No spacing will be used nor 
punctuation other than a com before Jr., end 
Sk. , sad the colon, thuss 

BJ&dthterk or RJ^ith,Jrterk 

(b) Revised or redictated letters - When a letter is 
revised by another dictator in the sane of floe 
unit, the initials and surname of the original 
dictator and the initials of the original stenog¬ 
rapher will be separated by two colons from tbs 
reviser and tbs second stenographer, thnst 


RjacLthterlct tMOJonestks 



However, when a letter it dictated and typed 
In one office unit and then revised in another 
office unit, the revised letter will carry the 
identification of the original dictator and 
stenographer as it appeared on the unrevised 
letter. Since the letter carries the office 
code of the originating office in the usual 
place, the office code of the office where 
the revision is made, the initials' and the 
surname of the reviser, and the initials of 
the typist will be typed flush with and 
directly below the reference number of the 
incoming correspondence, thus: 

BJSmith:erk 

10/15/43 

61542 

BA- 813: ACBlack: mas 

Vote: When a letter is revised by a person 
other thah the originating official, a carbon 
cony will be prepared for the original dictator. 

(c) Bough draft - Letters prepared from a rough 
draft, either handwritten or typed, will 
show the dictator*s initials and surname 
and the typist*s Initials separated by a 
dash, for example; 

OA.Gr ego ry—ace 

145.14 Bate of preparation - The date of preparation (date 
letter Is typed) will be placed on carbon copies, 
after the identification of the dictator and stenog¬ 
rapher, thus: 

OAGr e go ry— ac e 
4/1/44 

145.15 Beference to Incoming correspondence - The reference 
number of incoming correspondence will be placed on 
all copies except original and courtesy copies. When 
the Incoming correspondence is to be prepared for the 
Administrator*s signature, the number of the **blue jacket" 
(Example lc herewith) will be typed flush with and 
directly below the date. The initials, "B.J. ** in upper 
case, punctuated with periods, followed by a space, the 
symbol #, and the number of the incoming correspondence, 
will be typed, that: 


LHBlanktgw 
4/1/44 
B.J. #637 


or 


LHBlanktgw::DMLoe:nfw 
4/1/44—4/5/44 
B.J. 46 37 



or 


LJBlank:gw 
4/3/44 
B. J, #637 
SU-910:GSmith:ar* 

4/4/44 

On all other outgoing letters the number of the 
correspondence record card attached to the incoming 
letter will appear below the date on all copies 
except original and courtesy* 

Example: 

TJChaffee:eck TJChaffee:eck::OTRicesJeh 

4/4/44 or 4/1/44—4/4/44 

615432 615432 


or 


TJChaffee:eck 

3/30/44 

615432 

PE-401:ACBlank:mas 
4/2/44 

145,16 Kotatlons on carbon copies for other than the addressee - 
When it is necessary to send a carbon copy of a letter 
to someone other than the addressee, the notation "cc" 
followed by a colon and the name of the receiver and 
ids location will be typed 2 spaces below and flush 
with the reference to incoming correspondence on all 
carbon copies except the courtesy, thus: 

cc: Mr, Prank Jones, 1016 T ^ 

If a carbon copy is to be sent to a person outside 
the Foreign Economic Administration the complete 
address will be shown on carbon copies except the 
courtesy. 

When carbon copies are to be sent to more than one 
individual, the notation "cc" will appear only once; 
the names and addresses of the individuals to whom 
copies are to go will be listed one under the other 
and a single name will be checked with pencil on 
each copy, thus: 

cc: Mr. Prank Jones, 1016 T v 

Mr, William B. Black, 1420 U 

The notation "cc" will appear on the ribbon and courtesy 
copies only when it is necessary that all persons 
concerned know that-everyone else has the information. 
This notation will be made on all copies only a t the 
request of the dictator. 



145*17. File station * The name of the file station ia to be 
typed in initial capital letters on the file copies 
only. It is determined by the office of the dictator. 
This notation will be pieced flush with the margin 
about one inch from the bottom of the page, 

0. ENVELOPES - Envelopes will be prepared for the original and 
carbon copies to be transmitted outside the Foreign Economic 
Administration as followss 

150.1 Envelopes for Secret and Confidential Letters - Letters 
containing secret or confidential informstion must be 
accompanied by both an inner and outer envelope. 

150.11 Inner Envelopes - Envelopes bearing the Foreign Economic 
>dministretion return address but not bearing the 
"penalty* indicia will be used as inner covers* The 
envelope will be appropriately addressed and the word 
"SECRET* or "CONFIDENTIAL" will be typed in the lower 
left corner. 

150.12 Outer Envelope - Envelopes bearing both the Foreign 
iconomic Administration return address and the "penalty" 
indicia will be used as outer covers unless the letter 
is addressed to the New York Office of the Foreign 
Economic Administration. In the latter case, FEA 
envelopes without the "penalty" indicia will be used. 

The envelopes will also be addressed and the notation 
"REGISTERED MAIL" will be typed in the lower left 
corner. The outer envelope will not indicate thet 

the contents are of a secret or confidential nature. 

150.2 Envelopes for Restricted and Unclassified Letters - 
Letters containing restricted information end letters 
containing unclassified information will be transmitted 
in a single envelope bearing the Foreign Economic 
Administration return address. The envelope roust 
also bear the "penalty" indicia unless 

A. The letter is addressed to the New York Office 
of the Foreign Economic Administration. 

B. The letter is addressed to another agency of the 
U. S* Government located in Washington. 

C* The materiel weighs in excess of four pounds. 

D. The letter is to be delivered by messenger. 

E. The letter is to be transmitted by AIR MAIL. 

The envelope will be addressed and will not Indicate 
the nature of the contents* 



155* ASSEMBLING - The completed letter will be assembled In the 
following order: 

Am Ribbon copy clipped under the flap of the envelope; 
courtesy copy (if any) and enclosures, if any, placed 
with the ribbon copy end clipped with it under the 
flap of the envelope* 

B. Carbon copies for third persona pieced back of— but not 
clipped to—the above. 

Carbon copies for persons outside the Foreign Economic 
Administration clipped under the flaps of their respective 
envelopes. 

No envelopes are required for copiee to persons inside FEA. 

Cm Carbon copies for the office file station clipped together 
at the upper left. 

White 

Yellow - extended about an inch to the right of the other 
carbons. 

D. Incoming and previous correspondence (if any). 

E. Remainder of carbon copies 

F. The complete assembly clipped together at the top. 

Note: The ribbon copy of letters of two or more pages will 
not be stapled , but all carbon copies of such letters 
will be stapled in sets . 

160. INITIALING * The dictator, each reviewer, and the signer of 
correspondence will Indicate their concurrence by initialing 
the yellow file copy (permanent "Subject" file copy). 

165. DISPOSAL - After the letter is completed, assembled, initialed, 
and signed, it is placed in a chain envelope and sent by 
piok-up messenger to the office file station where the vise 
clerk makes s careful check of the letter for form, style, 
grammar, spelling, etc. The letter is then dated and mailed. 

170. POINTS FOR REVIEW - As an aid to correct form in preparing 
Foreign Economic Administration correspondence, end os a 
ready reference for verifying actual work, the following 
component parts are listed. Also included are questions 
usually associated with these parts and their application. 

The manual section roumbers shown will be found convenient 
for quick reference if a question arises. 

A. Letterhead - 

Does it agree with the office of the signer? Section 100. 



B. Office code symbol - 

Does It agree with the symbol assigned to the organizational 
unit to which the dictator is attached? Section 110* 

C* Address - 

Is it correct? 

Is it complete? 

Sections 120, 120.1, 120.2, 120.3, 120.4. 

1. Postal zone number - 
Is it correct? 

Is it properly pieced? 

D. Second pages - 
Are they numbered? 

Are they properly identified? 

Sections 135.2, 135.3. 

B. Complimentary close - 
la it oorrect? 

Is it properly placed? 

Sections 140, 140.1. 

P. Signature - 

la it that of an authorised signer? 

Is It in proper form? 

Section 145. 

G. Notation* - 

Are all appropriate notations included? 

Are they correctly placed? 

Are they in the proper form? 

1. Subject - Section 130. 

2. Attention - Section 120.5. 

Is it correctly pieced? t 

3. Confidential me11 - Section 120.61. 

4. Special mail - Section 120.62. 

5. Enclosures and descriptions - Section 145.11. 

6. Separate cover - Section 145.12. 

7. Identification of dictator and stenographer - 
Section 145.13. 

8. Date of preparation - Section 145.14. 

9. Reference to incoming mail - Section 145.15. 

Is it correct? 

10, Carbon copy to other than addressee - Section 145.16. 

H. Carbon copies - 

Have all necessary copies been prepared? 

1. Courtesy copy - Section 105.1. 

2. Administrator^ files - Section 105.5. 

3. Originating office file station - Section 105.4. 

4. Office file station of the signer - Section 105.7. 

5. Copies required by dictators office - Section 105.4. 

6. Copies to persons other then addressee - Section 105.2. 

7. Copies for Congressional constituents - Section 105.3, 




EXAMPLE I 

SHORT LETTER 

(Revised) 



















EXAMPLE I-A 


ENVELOPE 


t ;S£ ! !: :s. 



WHKgPr ; flff 







EXAMPLE I*B 

ENVELOPE 



PORCKM ECONOMIC ADMINISTRATION fVNALTT WOm PfflVATV UM TO AVOIO 

WASHINGTON M9, O. C. nrmmr or ottaoc. 4*00 

OFFICIAL BUSIN CM 


Jones Brothers Ccvpezqr 
364 Usdison Avenue 
Use Tork 17, Nee Icrk 


Attentiont Mr. S. T. Brora 








EXAMPLE I-C 

BLUE JACKET 


Administrator's Files 


BLUE JACKET NO, 1101 


DATEs April 10, 1944 


PLEASE HANDLE PROMPTLY 


FROM* State Dept., Stum, G. Howland 



SUBJECT* Reurlet April 5 re the Inter¬ 
departmental Committee for 
Mission Reports. Will you 
please advise us who will 
represent FEA? 


SIGNATURE OF* Crowley (or designated 
official) 

REFERRED TO* DATE 


(1) This jacket, together with the 
attached correspondence and a reply 
or ACKNOWLEDGMENT S10ULD BE RETURNED 
TO THE ADMINISTRATOR'S FILES IN 
ROOM 10$0 "T"_WITHIN THREE 


I iTYfcg fTT. npryr 


(2) If you cannot make complete re¬ 
ply by the date indicated, ACKNOWLEDG¬ 
MENT OF THE RECEIPT OF THE LETTER 
should be prepared IMMEDIATELY for 
the signature of the officer indica¬ 
ted, Including a statement to the 
correspondent as to when the complete 
reply may be expected. 

(3) If this correspondence has to 

be referred elsewhere for any pur¬ 
pose before or after reply, the 
referring office MUST NOTIFY the 
Administrator's File Room on tele- 
phone $56 _ 

(4) This jacket should not be de¬ 
tached but should remain on top of 
correspondence at all times. 

ADMINISTRATOR 

FOREIGN ECONOMIC ADMINISTRATION 


Crowley _ 

(and others as indicated) 


4/11/44 





Section III - Interoffice Memoranda 


An interoffice memorandum is a written communication between 
individuals within the Foreign Economic Administration located 
in Wpphington. 

300. FORM Ofr PAPER - Memoranda are to be written on a standard 
printed memorandum form, either letter-size or half-size. 
The title of the bureau or office to which the official 
signing the memorandum is attached will be typed between 
the line "Foreign Economic Administration" and the word 
"Memorandum." If it ia impossible to secure the printed 
form or if a memorandum is to be prepared to more than 
one addressee, ordinary letterhead of the Foreign Economic 
Administration will be used with the title of the bureau 
typed between the l^ne "Foreign Economic Administration" 
and the line "Washington 25, D.C." The word "MEMORANDUM" 
in all capital letters centered will be typed under the 
printed letterhead. If such letterhead is used, the 
captions "To," "From," and "Subject" will be typed. 

305* CARBON COPIES - Cerbon Copias as required by procedure 

for DOMESTIC LETTERS are required for memoranda and will 
be prepered by all offices. They include the following 
copiea: 


Yellow 

White 


( 

( 


for office file station 


or 

Green (for personnel files if the memorandum 

(is prepered in the Office of Personnel 

305*1 Car b ons to Persons other than the Addre ssee - When 

carbon copies of memoranda are to be sent to persons 
other than the addressee, copies sufficient for this 
distribution are to be made on plain white tissue. 

3C6. OFFICE CODE SYMBOL - The notation "In Reply Refer To" 
will be tyred on the original end ell carbons 3 spaces 
above end flush with the left margin of the word DATE 
which is printed on the memorandum form. The office 
code symbol will be centered below this notation and 
will be typed on the original end ell carbone. 

Example: In Reply Refer To: 

BA-610-EBB 

fiitei 

See Paragraph 110, page 3, for the manner of determining 
the proper code symbbli 



This reference nay be eliminated on the original of 
memoranda to be signed by prominent officials at the 
discretion of the office concerned, 

310, DATE - The date the memorandum is prepared is typed 
after the word "Date" which is on the printed form, 
or in the upper right corner on the same line as the 
caption "Tot" and flush with the right margin, thusi 

To* John Blank, Chief Dates April 15, 1944 

315* ADDRESS - When memorandum form paper is used, the 

address will follow the printed form. In the ewent 
the memorandum is addressed to more than one person, 
a letterhead marked "MEMORANDUM" will be used with 
the names and addresses typed as imdioated below* 

Tot John Brown, Chief, Blockade Division 

Special Areas Branch, Bureau of Areas 

Sidney Strong, Chief, Fetroleun Division 
Requirements and Supply Branch, Bureau of Supplies 

From: H, E, Ha ablet, Chief 

Procurement and Supply Division 

Subject* Survey of Office Equipment 

315.1 Addressee - After the caption "To" will be typed the name 
and the title of the person to whom the memorandum is 
addressed together with the complete identification of 
the office unit. The usual titles of "Mr.," "Mrs,," or 
"Miss" will be omitted. No end punctuation will be used. 

315.2 Addre8aor - After the caption "From" will be typed the 
name and title of the person sending the memorandum 
together with any identification of the office unit 
necessary to supplement the letterhead and provide 
complete identification, 

315.3 Allnement of the Address •* The names of the addressee, 
the addreesor, and the subject will be blocked 2 spaces 
to the right of the colon which follows the caption 
"Subject*" thua* 

Tot Harold R. Blank, Chief, Metals and Minerals Division 

Requirements and Supply Branch, Bureau of Supplies 

From* D. G. Lee 

Assistant Administrator 


Subject* 


of Qffiee 



315*4 Notations With the Address - In the event the body 
of the memorandum contains confidential or secret 
information, the notations "CONFIDENTIAL" or "SECRET" 
are to be typed in all capital letters, flush with the 
left margin, and #?paces above the caption "To." 

320* MEMORANDUM SUBJECT - The subject will be stated as briefly 
and as specifically as possible; topic rather than sentence 
form is preferable. Initial capital letters will be used 
for all words except the articles "a," "an," and "the,” and 
prepositions and conjunctions of less than four letters. 

When the subject contains two or more lines, it is to be 
single-spaced and blocked. When a memorandum is prepared 
in reply to an incoming one, the same subject, if possible, 
will be used. 

325. BODY OF THE MEMORANDUM - The body of the memorandum will 

be placed at least 2 spaces below the subject. The begin¬ 
ning of the caption "Subject" determines the left margin. 

If the memorandum is short, the number of spaces may be 
increased to achieve good proportion. A memorandum of one 
paragraph not exceeding eight lines in length will be double 
spaced. Memoranda of more than one paragraph and memoranda 
exceeding eight lines in length will be single spaced. 

325*1 Extracts and Quotations - Extracts and quotations in 
memoranda are to be typed exactly as they are typed 
for letters. (Section 135.lj 

325.2 Pagination and Identification of Second and Succeeding 
Pages - When it is found necessary to use a second or 
succeeding page, at least three lines of the text will 
be carried over to the next page. The second and suc¬ 
ceeding pages of the ribbon copy will be typed on plain 
white bond paper. The page number and the identification 
will be placed 6 spaces from the top of the page and 
flush with the left margin. The identification will 
Include the name of the addressee, the page number and 
the date. When there is more than one addressee, the 
names will be blocked with and directly below the first 
name, thus: 

2—John Doe—4A/44 
Frank Brown 



325*3 Notation* After the Text - The most canon notations 
used after the text of a memorandum are shown below 
in proper order and spacing* 

Attachments (if any) 

Description of attachments (if not identified in text) 

Identification of dictator and stenographer 

cc: 

File Station (one inch from bottom of page) 

The exact usage for each is as follows: 

325*31 Attachments - When material is to be transmitted 
with a memorandum, the notation "Attachment” will 
be typed flush with the left margin and 4 spaces 
below the last line of the text on the ribbon 
copy and all carbon copies* If there is more than 
one attachment, the notation will indicate that 
fact, thus: 

Attachments 3 

If description of attachments in the body of the 
memorandum mm inadequate for complete identifica¬ 
tion, they will be listed directly under and flush 
with the word "Attachments" on the carbon copies 
only* 

One complete piece of material equals one attach¬ 
ment; two or more copies of the same material equal 
two or more attachments, thus: 

Attachments 2 

Form 108 ) , , _ 

Press releas* ) on car 1 * 011 copies only 

325.32 Identification of dictator and stenographer - lb* 
initials and surname of the dictator in unspaced 
Initial capital letters followed by a colon and the 
stenographer^ initials in lower case will be typed 
only on the carbon copies 2 spaces below the descrip¬ 
tive listing of the attachments, thus: 

JTBrcwnjpdr 

Date - Because the date of preparation of memoranda 
is typed in the upper right corner, it will not be 
typed under the dictator identification* 



325.33 Marks for carbon copies other than the addressee - 
When a carbon copy of a memorandum is to be sent to 
someone other than the addressee, a notation to that 
effect, including address, will be typed only on the 
carbon copies 2 spaces below the dictator identifica¬ 
tion, thus j 

cci D. B. Jones, 1016 U ^ 

G. R. Blake, 13K T 

The copy for each person to whom a carbon copy is to 
be sent will be checked with a pencil after the name. 

The names of third persons may be typed on the ribbon 
copy If the dictator so indicates. 

325.34 File station - The name of the file station will be 
placed only on the carbon copies about one inch from 
the bottom of the page, thus: 

Requirements and Supply Records Station 

330, ASSEMBLING - The completed memorandum will be assembled in 

the following manner: 

A. The ribbon copy and attachments (if any) are stapled 
together in the upper left corner. If the ribbon copy 
contains mare than one page, the pages will be stapled 
in the upper left corner together with the attachments 
(if any). 

B. Carbon copies for third persons (if any) will bs placed, 
loose, back of the ribbon copy. Carbon oopies of more 
than one page will be stapled together in the upper left 
corner. 

C. The file copies - 
White 

Tellcw - to be initialed - extended one inch to the right 

I). The incoming memorandum and the carbon oopies will be 
clipped together at the top. 

335* INITIALING - The dictator, each reviewer, end the signer of 

the memorandum will indicate their concurrence toy initial¬ 
ing the yellow file copy (permanent "Subject* file copy). 



340* DISPOSAL - When the memorandum is completed, the original 
will be sent to the addressee in a chain envelope and the 
file copies will be sent to the office file station* 

Note: Secret and confidential memoranda must be sealed in 
en inner and outer envelope* Envelopes hearing the 
“penalty 1 * indicia are not to be used in transmitting 
memoranda* The inner envelope will be appropriately 
addressed and plainly marked "SECRET" or "CONFIDENTIAL". 
The outer envelope will show the address only, with 
no notation to indicate the secret or confidential 
nature of the contents* 

Note : Secret memoranda shall not be transmitted to anyone 
below the status of a division chief regardless of 
the fact that the memoranda may be addressed to a 
subordinate employee* 

345* POINTS FOR REVIEW - the following points are listed as a 
ready reference for verifying work* 

A* Form or paper - 

Are they correct? Section 300* 

B* Date - 

Is it correct? 

Is It correctly placed? Section 310* 

C* Address - 

Is it complete and in the proper form for both the 
addressee and the addressor? Sections 315, 315.1, 

315.2, 315.3. 

D* Subject - 

Is the subject adequate? 

Does the subject of the outgoing memorandum correspond 
to the subject of incoming one? Section 320* 

E* Second pages - 

Are they numbered? 

Are they properly identified? Section 325.2. 

F. Not* tlons - 

Are all appropriate notations Included? 

Are they in the proper order: 

1. Form - Section 325.3 
2* Attachments - Section 325.31. 

3. Dictator identification - Section 325.32. 

4. Carbon copy to other than addressee - Section 325.33. 

5. File station - Section 325.34* 

G. Crrbon copies - 

Have all necessary copies been prepared? Section 305* 



EXAMPLE H 


MEMORANDUM 

(Revised) 








«. Digitized by 



Section IV - Telegrams 


The following instructions will govern the preparation of tele¬ 
graphic messeges to be sent by staff members of the Foreign 
Economic Administration through the Telegraph Station, It 
should be noted that it is not necessary to follow these in¬ 
structions when the message is intended for the field office 
in New York City* Such messages are transmitted by a direct 
wire service. They may be sent by celling the telegraph operator 
(Extension 491) and dictating the message, 

400, FORM - All messages sent by commercial facilities from the 
Foreign Economic Administration in Washington are to be 
prepared on Standard Form No* 14 in either half or letter- 
size* (See sample at end of section.) The seme form will 
be used for second and succeeding pages of the ribbon copy 
if the message is of such length as to require more than 
one page of the letter-size form* 

405* CARBON COPIES - The following specified carbon copies will 
be made for all telegrams on letter-size tissue. 


white 

(for Telegraph Station 

Yellow 

White 

jfor office file station 

or 


Green 

(for personnel files if telegram is 
(prepsred in Office of Personnel 


405.1 Codes to Persons Other Then the Addressee - When copies 
are to be sent to persons other than the addressee, 
sufficient copies are to be prepared for this purpose. 
These should not be confused with the confirmation 

copy sent by the Telegraph Station on "Charged to" 
messages* Envelopes must be addressed to accompany 
any copy to be sent outside the FEA. 

405.2 Book Messages - A book message is an Identical telegram 
sent to two or more persons or firms and is subject to 

a reduced rate. The book telegram will be typed exactly 
aa any other telegram except that the notation "ADDRESSES 
BELOW" or "ADDRESSES ATTACHED" In all capital letters wil 
be typed in the place of the usual address* A list of th< 
addresses will either be typed below the certification or 
prepared on Standard Form 14 with the same number of 
copies as in the case of the message itself and attached* 



407, HEADING - In the box in the tipper right corner the neme 

foreign Economic Administration" will be typed after the 
caption "FROM*. The office code symbol will be typed 
after the caption "BUREAU". The "CHG. APPROPRIATION" 
line will be left blank. 

Example: FROM Foreign Economic Administration 

BUREAU BA-810 __ 

CHG. APPROPRIATION _ 

See paragraph 110, page 3, for the manner of determining 
the proper code symbol* 

409* SERVICE - The type of service such as "Straight Telegram," 
"Day Letter," or "Night Letter" will not be indicated. The 
Telegraph Station will transmit the message by the most 
expeditious means commensurate with practical economy. 

410, TYPE - The date, address, body, and signature of a telegram 
will be typed in all capital letters, block style. Double 
spacing will be used. 

415* DATE - The date is to be typed in all capital letters at 
least 2 spaces below the upper right corner box. It will 
be typed on the same line with the name of the addressee 
and "Washington, D.C." 

J. B. SMITH COMFANT WASHINGTON, D.C., AUGUST 31, 1943 

WASHINGTON, D.C., must be typed directly before the dfite 
on all telegrams except on "service message requests." 

420. ADDRESS - The address wj 11 be typed in all capital letters, 
in block form, double-*paced and will Include, at all times, 
the street address as well as the city and state. If the 
street with its number is not known, the office call may 
be found immediately before the city and date on the in¬ 
coming message. The office call will be typed directly 
before the name of the city in the address of the outgoing 
message, thus* 

GOLDEN STATE COMPANY, LTD. GOLDEN STATE COMPANY, LTD. 

410 BLANK STREET OR WUX SAN FRANCISCO, CALIFORNIA 

SAN FRANCISCO, CALIFORNIA 

The left margin of the address mill be determined by the 
printed "OFFICIAL BUSINESS—GOVERNMENT RATES." 



2~ GOLDEN GATE COMPANY, LTI>— continuation 


SAN FRANCISCO, CALIFORNIA 

The continuation of the text will begin at least 2 
spaces below the identification. 

430. SIGNATURE AND TITLE - A telegram will not have a complimentary 
close. The typed signature may be the name of the signer plus 
the words "Foreign Economic Administration," or it may be the 
name of the operating branch or division and "Foreign Economic 
Administration. " The signature will be typed in all capital 
letters and will be placed 5 spaces below the last line of 
the body of the telegram. It should begin slightly to the 
right of the center of the page. Double spacing will be U9ed t 
thus: 

J. D. BLAKE 

FOREIGN ECONOMIC ADMINISTRATION 
-or- 

PETROLEUM DIVISION 

FOREIGN ECONOMIC ADMINISTRATION 

435. CERTIFICATION - All telegrams must be certified by a chief 
of office, a division chief, a licensing, or a liaison 
officer. When the cost of the telegram is to be paid by 
the Government, the statement of certification will be "I 
certify that this message Is official:" with the name and 
title of the certifying official shown. This statement 
will be typed in lower case, flush with the left margin, 
and 2 spaces below the last line of the signature. Two 
spaces below and flush with the statement, a line will be 
made with the signature and title of the certifying official 
typed in initial capital letters, flush with, and directly 
beneath the line, thus: 

I certify that this message is official: 


D. J. Blank, Chief, Liberated Areas Branch 

435.1 "Charged To" Telegrams - When the cost of a telegram is 
to be charged to the account of a private Individual or 
business concern other than the addressee, or if the 
message is addressed to someone outside the continental 
' United States, the statement of certification will consist 



425. BODY 0? TEE TELEGRAM - The body of all telegrams will 
begin 2 spaces below the last line of the address* It 
will be typed In all capital letters* block style* and 
double-spaced* The wording of the telegram will be 
clear and concise* All unnecessary words will be omitted* 
All telegrams are subject to editing by the Telegraph 
Station* Actual punctuation marks will be used In the 
same manner as they are used In letters* 

425.1 Numbers and Symbols - Wherever possible* numbers will 
be written in figures* Ordinary symbols will be used 
for hyphens* fractions* decimal points* dollar signs* 
and comas when they are used in connection with 
figures* thus: 

LICENSE CASE NUMBER 000*000-IMPORTS TALUK) AT $L50*00 

425.2 Verification of figures and Foreign Barnes - To avoid 
errors in figures and spelling* numbers containing 
more than four digits and foreign names will be 
repeated at the end of the telegram* They will be 
placed below the certification and flush with the 
left margin* The word "Repeated” In all capital 
letters and followed by a colon will bo typed befora 
any number or name to be repeated. The figure# or 
name to be repeated will be separated by a semicolon* 
If more than one line Is needed* the second lino will 
be double-spaced and blocked with the first number or 
namo repeated* thus: 

REPEATED: 16,350; $46*000; Felipe Be Banos; 

Montevideo* Uruguay 

425.3 Pagination and Identification of Second and Sue css Ain* 
Pages - The second and succeeding pages of telegrams 
will be typed on Form 14. The page number* the name 
of the addressee in all capital letters* and the word 
"continuation” in lower case will be separated by 
dashes and typed flush with the left margin 6 spaces 
below the words "OFFICIAL BUSINESS—GOVERNMENT RATES." 
The city and state In all capital letters will be 
blocked with and 2 spaces below the name of the 
addressee* thus: 

2—COLLECTOR OF CUSTOMS—continuation 
MIAMI* FLORIDA 


- or - 



of the words ”1 certify that this message is to be 
charged to:" the name and address of the individual 
or concern to whom the message is charged, and the 
signature and title of the certifying officer. This 
statement of certification will be blocked with the 
left margin and typed in lower case 2 spaces below 
the last line of the signature. The line, with the 
typed signature of the certifying official directly 
beneath it, will be placed 2 spaces below the last 
line of the address, thus; 

I certify that this message is to he charged to; 

John C. Brown 
1716 Blank Street 
New York, New York 


John B. Jones, License Officer 

Notej In the case of “charged to ,r messages, an envelope 
addressed to the i idividual to whom the message 
is to be charged will always be prepared. 

435.2 "Collect” Telegrams - If the cost of the telegram is 
to be charged to the addressee, providing he is 
located within the continental limits of the United 
States, the statement of certification will be the words 
"I certify that this message is collect:" followed by 
th* or* and title of the certifying official. The 
statement will be typed in lower case, flush with the 
left margin, 2 spaces below the last line of the sig¬ 
nature. Two spaces below and flush with the statement 
a line will be made and the signature and title of 
the certifying officer will be ty; ed flush with and 
directly below the line, thus; 

I certify that this message is collect: 


John B* Jones, License Officer 

440* NOTATIONS ON CARBON COPIES - The notations most frequently 

used on telegrams are given below In their correct order 
and spacing! 

Identification of dictator and stenographer 
Reference to incoming correspondence 

cci (if any) 

Pile station (one inch from bottom of page) 



440.1 Identification of Dictator and Stenographer - On ell 
carbon copies the initials of the dictator's first 
name, middle name (if one is used), and last name In 
initial capital letters, followed by a colon and the 
stenographer's initials in lower case, will be typed 
2 spaces below the typed signature of the certifying 
official, thus: 

I certify that this message is collect: 


D. B. Blank, Administrative Officer 
JlRPrice:ace 

440.2 Reference to Incoming Correspondence - The reference 
number of Incoming correspondence will be placed on 
all carbon copies. 

440.3 Carbon Copy to Other Than Addressee - When a carbon 
copy Is to be sent to someone other than the addressee, 
the notation with complete address will be typed on 
all carbon copies. 

440.4 File Station - The name of the file station will be 
typed on all carbon copies. 

445. SERVICE MESSAGE REQUESTS - Employees of the Foreign 
Economic Administration will ascertain that there is 
a definite need for: 

(1) changes and corrections In the text of a 
message before making a request from a 
telegraph company for any such Informa¬ 
tion; or 

(2) confirmation of any part of a message; or 

(3) the office of destination to obtain a reply; 
or 

(4) a report of celivery. 

When such a request is necessary, the "Service Message 
Request" will be typed in initial capital letters on 
Form 14 and will be accompanied by the usual number of 
carbon copies. The address will be "Commercial Tele¬ 
graph Section, Communications Division, Office of 
Management Services." Only the body will be double¬ 
spaced. Under the date and on the same line with the 
address the words "Service Message Request" will be 
typed and underscored. Two spaces below the last line 
of the signature and flush with the left margin the 
statement "I certify that this is official Government 
business:" will be typed. Two spaces below the state¬ 
ment a line will be made and the signature ,and title 



of the certifying official will be typed flush with 
and directly below the line, thus: 

I certify that this i 9 official Government business: 


John B. Jones, License Officer 

460, ASSZi-BLIiG - The completed telegram will be assembled in 
the following order: 

A. Ribbon copy (with list of addresses if a book message), 

1. For "Charged To" telegrams, envelopes addressed for 
mailing confirmation copy to the individual or firm 
to whose account the telegram is to be charged, 

B. The white tissue for the telegraph station. 

C. The file copies clipped together at the left of center. 

The yellow is to be extended to the right of the other 
carbon copies. 

I), The incoming message and any other orevious corres¬ 
pondence about which the telegram is concerned. 

E. The remaining carbons (if any). 

F. Complete assembly clipped together at the top. 

A telegram of two or more pages will be stapled together 
in the upper left corner. The pages of the carbon copies 
will be stapled in the same manner. 

455. IlilTIALIftG AhD SIGKIKG - The dictator, each reviewer, and 

each signer of the telegram will indicate their concurrence 
by initialing the yellow file copy (permanent "Subject" file 
copy). The certifying official will sign all telegrams in 
ink. If the signature consists of the name cf an official 
and the words "Foreign Economic Administration," the official 
named will initial the telegram, 

460. DISPOSAL - When the telegram is completed, assembled, 

initialed, and signed by all the officials concerned, it 
should be placed in a special red telegraph envelope address¬ 
ed to the telegraph station. The appropriate file station 
will be celled. The file station will send a special messenger 
to pick up the telegram. 

465. POIKTS FOR REVIEW - As a guide to correct procedure and as 
a ready reference for assistance in the preparation of 
telegrams, the following points should be reviewed when 
the telegram Is ready for dispatch to the telegraph station. 



A* Blanks In upper right corner - 

Has the office name and bureau been typed in? 

Section 4C0. 

3* Date and address - 

Is Washington, D.C. shown with the date? 

Is the address complete? In proper form? 

Sections 415, 420. 

C. Body of the telegram - 

Is the wording clear and concise? 

Ie it typed in all capital letters and double-spaced? 

Is it properly punctuated? 

Are numbers and symbols properly written and verified? 
Sections 425, 425*1, 425*2* 

D* Is the telegram properly signed and initialed? 

Section 455* 

Signature and certification - 

Are they in proper form? Sections 430, 436* 

Does the certification make clear whether It is a 
"Charged to," a "Collect," or an official Government 
message? Sections 435*1, 435.2, 455* 

S. Notations - 

Are the appropriate Identifications shown? Section 440* 
F* Carbon copies - 

Have all necessary copies been prepared? 

Has & list of addresses and carbons been prepared 
for book messages? Sections 405, 405*2* 



EXAMPLE in 


TELEGRAM 

(Revised) 













Section V - Cablegrams and Air grans 


Tbs following procedure governs the processing of all cablegrams 

and airgrans transmitted through the facilities of the Department 

of State* 

500. 70 EM - All outgoing cablegrams and air grams will be prepared 
on PEA Torn Ho. 407, an example of which is included at the 
end of this section. 

505. CARBON COPIES - The following carbon copies will be prepared 
by the originating office for all cablegrams and airgraas. 

1 yellow tissue 

2 white tissues 

Any additional copies required by the originating office will 
be prepared on plain white tissue. 

510. SECURITY CLASSIFICATION - The security classification will be 
determined by the originating official on the basis of the 
content of the message and will be indicated by the typist 
with a "P," "R," "C," or "S" in the appropriate block under 
number 1 of Torm 407. 

515. SERVICE - The type of Service will be determined as regular, 

airgraa, or urgent by the originating official on the basis of 
the urgency of the message and will be indicated by the typist 
with an ”A,” "R. * or "U” in the appropriate block under number 2. 

520. DATS - The date the message is prepared will by typed following 
the word "DATE," after number 3. 

525. REFERS MCE - The symbol and number of the originating office, 
followed by a dash; the dictator's initials and surname in 
capital latters, followed by a colon; and the stenographer's 
initials in lower ease will be typed after the word "REFERENCE," 
thus: 

SU-950—RJBBOWN; dr 

530. TO - The name of the Snbassy, Legation, or Consulate, followed 
by the name of the city and country to which the message Is to 
be dispatched will be typed after the word "TO," thus: 

AMHUT BASST, LONDON, ENGLAND 

535. PROM - After the word "PROM" will be typed the last name of 

the Administrator and the last nans of the official authorised 
to sign cablegrams and air grams followed by the word "PQR, * 



the last same of the chief of the FEA mission and the last 
name of the official In the mission for whom the message 
is intended, thus: 

FROM: CROWLEY AND JONES, TEA, FOB RICH AND SMITH 

540. ’MESSAGE - The text of the message will begin at the left 

margin, two spaces below the word "MESSAGE." If reference 
is made to a previous cablegram or airgram, this reference 
will indicate origin, number, and date, and will be typed 
2 spaces after the colon which follows the word "Message," 
thus: 


MESSAGE: YOUR 222. OCTOBER 30 

If reference to a letter, dispatch, or report is made, 
the appropriate word will be used as follows: 

MESSAGE: YOUR LETTER 222, APRIL 15 
YOUR DISPATCH 111, APRIL 1 

All messages will be double-spaced and will be written in 
lower case. Unnecessary words will be avoided. 

540.1 Pagination and Identification of Second and Succeeding 
Pages - The second and succeeding pages of cablegrams 
and airgrams will be typed on green continuation sheets 
and will be identified as follows: 

2—American Embassy, Chungking, China—3/1/44 

545. SIGNATURE - The full name of the originating official will 
be affixed by him on the orlginel and the yellow tissue 
copies when the message is ready for transmittal. 

550. AUTHORIZED SIGNATURE - The full name of the official author¬ 
ized to sign cablegrams and alrgrame within the originating 
office will be affixed by him on the original and the yellow 
tissue copies. 

555. DEPARTMENT OF STATE CLEARANCE - This clearance will be 

determined by the originating official and the typist will 
indicate with an "A," "B," or "C" ir. the appropriate box 
under item 10. If clearance under "B" or "C" is indicated 
the name of the Department of State official concerned 
will be typed on the appropriate line. 

560. REGULAR CLEARANCE REQUIRED - The names of the officials with 



whom the cablegram or alrgram Is to be cleared ai a regular 
procedure, under item 11, will be typed in column "A.* 

Bach approving official will Initial and date in column "B* 
to the right, 

566. SPECIAL INSTRUCTIONS 

565.1 Sending Same Message to More Than One Post - If the same 

message is to be sent to more than one or than three 

foreign posts, the additional addresses will be typed 2 
spaces below the last line of the message flush with the 
left margin, thus: 

REPEAT TO: 

Aaembassy, London Prom: Crowley and Jones for 

Reed and Smith 

American Mission, Hew Delhi Prom: Crowley and Jones for 

Plsher and Smith 

If the same message is to be sent to more than three foreign 
posts, the word "CIRCULAR" will be typed following the word 
"TO:" and the addresses will be typed 2 spaces below the last 
line of the message as in the preceding example, 

565.2 Sending Copies to the Poreign Economic Service * If coulee 
of a message are to be sent.to the Porelgn Economic Service, 
the notation "cc: Porelgn Economic Service" will be typed 
flush with the left margin on a line with item 8 on TEA 
Pons Ho. 407. Envelopes will be addressed to the Embassy, 
Legation or Consulate for mailing copies. The Cable Section 
will send a copy of the final message to the appropriate 
officials In the field by air pouch. 

565.3 Copies to Officials Outside the Porelgn Economic Administra¬ 
tion - When copie8 of cablegrams and airgrama are to be sent 
to officials outside the Porelgn Economic Administration, the 
name and address will be typed flush with the left margin on 
a line with Item 8, thus: 

cc: D» J. Brown 

War Production Board 
Washington, D. C. 

These copies will be distributed by the Department of State 
after the message Is sent. 




570. BOOTING - When the aeiu<« bus been typed and the 

originating official has signed the original and the 
’ yellov tissue, the entire file will he sent to the 
next official for review and so on until the official 
specifically authorised to sign the message has done 
so. The message will then he placed In a special 
green cable chain envelope addressed to the Cable 
Section, If a special messenger Is required to effect 
Immediate delivery, call your branch file station, 

575. POINTS FOB BE VIEW - The following points are listed as 
a ready reference for verifying work, 

A. Form 

Has the message been prepared on the proper form? 
Section 500. 

B. Security Classification 

Has the Security Classification been Indicated? 
Section 510. 

C. Service 

Has the type of service been Indicated? Section 
515. 

D. Bate 

Is the date shown? Section 520. 

E. Reference 

Is the reference symbol given? Section 525. 

F. Address 

Is the address written properly? Section 530. 

Is the addressee-addressor properly indicated? 

Section 535. 

G. Body of Message 

Is It double spaced? 

Is It written in lower case? 

Is reference made to previous cablegrams or alrgrams? 
Section 540. 

Are second and succeeding pages prepared on green 
continuation sheets? 

Are they properly identified? Section 540.1. 

H. Signature 

Has the originating official signed the original 
and yellow tissue copies? Section 545. 

Has the authorising official signed? Section 550. 

I. Clearance 

Has the necessary clearance been made? Sections 
555, 560. 

J. Carbon Copies 

Have necessary carbons been prepared? Section 505. 



□ B 


EXAMPLE 1Z 


CABLEGRAM OR AIRGRAM 









Section 71 - Official Documents 


Official documents include proclamations, Executive orders, and other 
official papers which have a general application and legal effect and 
are intended for publication in the federal Register. Regulations 
governing the drafting of official documents are to be found In the 
Federal Register Regulations . More than usual care should be taken in 
the preparation of an Official Document. After it is prepared, it 
should be carefully checked to make certain that it conforms to the 
procedure which follows: 

600. PAPER - All Official Documents are to be prepared on legal- 
size (8 n x 12a n ) white bond paper. 

605. CARBON COPIES - Carbon copies are to be made on legal-size 
tissue. Care is to be exercised to assure clear, legible 
copies. The following copies will be prepared: 

White (3) (for Federal Register ) 

Y/hite (2) (for file copies) 

Proclamations, Executive orders, and documents to be trans¬ 
mitted througn a governmental department will require one 
additional white tissue copy for each department concerned. 

These will be prepared at the Instruction of the dictator. 

If the document is for the signature of the President, three white 
copies for the White Rouse, one white copy for the Attorney 
General, and one white copy for the Bureau of the Budget are 
required. 

610. STYLE - Procedure regarding titles, margins, spacing, punctua¬ 
tion, etc., to be used In the preparation of Official Documents 
follows: 

610.1 Title - Official documents will be provided with a suitable 
title. The title will be centered over the text and typed 
in upper case. 

610.2 Margins - The margins at the top and the bottom of the page 
will be adjusted to frame the page. The left margin will be 
approximately 2 inches and the right margin approximately 

1 inch. 

610.3 Indention and Spacing - Paragraphs will be indented 5 spaces. 
Regardless of their length, official documents will be double¬ 
spaced, except that quotations, tabulations, and descriptions 
of land may be single-spaced. 



610*4 Punctuation - Punctuation, capitalisation, spoiling, and 
other natters of writing style will conforn to the nost 
recent edition of the gtyip jfegu g l of the United States 
Government Printing Office . 

610.5 Geographic Names - The spelling of geographic names will 
conforn with the decisions of the United States Board on 
Geographical Names. In the absence of such a decision, 
the United States Postal Guide will be used for names in 
the United States and its possessions, and the International 
Postal ftxlde will be followed in the spelling of foreign 
names. 

615. POIKTS TO BE CHECKED - JLs a ready reference for checking, the 

following points are listed: 

A. Paper 

Has the proper paper been usedT Section 600, 

B. Style 

Is the title centered over the text and written in upper 

case? 

Are proper narglns used? 

Are paragraphs Indented and double spaced? Sections 610, 

610.1, 610.2, 610.3. 

C. Carbons 

Have the necessary carbons been prepared? Section 605. 


(An example of an "Official Document" follows.) 


EXAMPLE X 


OFFICIAL DOCUMENT 







INDEX 


Sec, No. 


Abbreviations.120.2 

compass directions.120.3 

titles.120.1 

Addressee.315.1 

Addresses 

air grass and cablegrams.530 

interoffice memoranda.315 

alinement..... 315.3 

notations with.*.315.4 

letters.120 

abbreviations.120.2 

block style.120 

broken address.120 

city and state.120.4 

notations with address.120.6 

confidential, registered, 

air, special delivery.. 120.62 

special forms 

eccleciastical, governmental, 

military, etc......125.1 

special markings.120.5 

titles.120.1 


Addresser.315.2 

Air grams and Cablegrams 

authorized signature.550 

carbon copies. 505 

circular... 565.1 

copies to Foreign Economic 

Service. 565.2 

copies to officials outside 

FEA. 565.3 

date. 520 

Department of State 

clearance. 555 

form. 500 

from. 535 

message. 540 

points for review.575 

reference (code symbol).525 

regular clearance. 560 

repeat to. 565*1 

routing.570 

second page. 540.1 

security classification. 510 


Sec. No# 


sending message to more than 

one post.. 565.1 

service. 515 

signatures. 545 

spacing. 540 

special instructions... 565 

to.. 530 

Airmail.120.62 

Assembling 

letters...*.150 

memoranda.330 

telegrams. 450 

Attachments 

inter-office memoranda..*.. 325*3 

325.31, 330 

Attention line 


example lb 

letters.120.5 

Authorized Signature... 550 

Bo<fcr.. 

air grams and cablegrams.540 

letters.135, 135.1, 135.2, 135.3 

mAmnrflnHfl 1. 325.2 


Book Messages, telegrams.. 405.2 

Cablegrams (see air grams). 500 

Carbon Copies 

cablegrams and airgrams.505 

letters. 105 

courtesy copy.105.1 

copies to persons other 

than addressee.105*2 

copies for FEA employees 

and offices. 105*21 

copies for other persons. 105*22 

copies for congressional 

constiuents.105*3 

copies for file station.105*4 


































































INDEX 


Sec. No, 


Sec. No* 


copies prepared by other 
offices and bureaus for 
signature of 

Administrator.105.5 

copies prepared for signature 
of Deputy Administrator - 
by other offices and 

bureaus...105.6 

copies for officials serviced 
by file station other than 
that servicing originating 

office. 105.7 

copies prepared in Office of 

Personnel.. 105.8 

marks for carbon copies...,. 145.13 

- 145.18 

memoranda.305, 305.1 

marks for carbon copies..... 325.32 

- 325.34 

official documents.. 605 

telegrams......... 405 

405.1 

notations on....... 440 

Certification of Telegrams . 435 

"charged to".. 435.1 

"collect". 435.2 

official Government messages.. 435 


Date 

cablegrams and air grams. 520 

letters.115, 145-U 

memoranda... J10 

telegrams...415 

preparation date...145^ 


Department of State Clearance 

on Cablegrams and Airgrame... 555 

Dictator Identification 
cablegrams and airgrams*..*.. 525 

letters... 145.13 a, b, c 

memoranda........... 325.3^ 

telegrams... 440.1 

Disposal | 15 

letters...... Sit 

memoranda..... 340 

telegrams.... 460 


Domestic Letters........ 


Enclosures 


letters,___ 



f^O 

Envelopes... 



(after Sec. 165) examples la, I 


City and State... . 

Complimentary Close.......... 

forms of..... 

Code Symbols. 

cablegrams.. . 

letters... 

special instructions.... 

code symbols—fiscal year 
1944. 

Confidential Mail.120.61, 

315.4' 


Copied Correspondence. 

Courtesy Copies......I05,l f 


120.4 

Examples (after sec. 165) I, I* 

i » i*>» 1 

(after sec. 345) II 


140 

(after sec. 465 ) IH» 

Ilia 

140.1 

no 

(after aec. 575) 17 
(after mc . 615) V 

135.1 

525 

no 

Extracts and Quotations.♦ 

110.1 

File Station 

/yj .n 



110.2 


325.34 

120.62 


440.4 

340 


***** 

145.13(c) 

Form 

500 

cablegrams and airgrams. 

145.13(a) 


300 


400 


Form BEIT-76.... 

120.63 


















































INDEX 


Sec. No, 


Sec. No. 


Forms of Addresses and 

Salutations.125.1 

Geographic Names.610.5 

Government Frank. 

Identification of Dictator 
and Stenographer 

cablegrams and air grams.. 525 

letters.145.13 

memoranda. 325,32 

telegrams.... 440.1 

Indention 

letters.120, 135.1 

memoranda.... 325.1 

official documents.610.3 

Initialing 

letters.I55 

memoranda.. ••••« .335 

telegrams...455 

Inter-office Memoranda 

address...315 

addressee.315.1 

addressor.315.2 

alinement of.. 315.3 

notations with.315.4 

assembling.330 

attachments. 325.31 

bo<fcr.325 

extracts and quotations. 325.1 

carbon copies.305 

copies to other than 

addressee.. 305.1 

marks for. 325.33 

date.310 

preparation date. 325.32 

disposal...340 

file station. 325.34 

form. 300 

identification of dictator.... 

and stenographer. 325.32 

initialing.335 

notations. 

after text.325.3, 325.31 

325.32, 325.33 

with address.315.4 


pagination and identification 
of second and succeeding 


P*ge«. 325.2 

points for review.345 

subject.320 

Letterhead.100, 300 

tissue letterhead.105.1 


Letters 


address......... 120 

special forms.125.1 

airmail...120.62 

assembling...£$O /Ob' 

attention line.. 120.5 

body.135 

carbon copies.105 

complimentary close.140 

forms...140.1 

confidential.120.61 


date... 

preparation date. 

disposal..... 

enclosure. 

extracts and quotations..• 

file station.. 

identification of dictator 


115 

145.14 

145.11 

135.1 



and stenographer.145.13 

initialing. S3 / 6 a 

letterheads.... 100 

margins...135 

marks for carbon copies.145.16 

office code symbols.110 

points for review....165 

quotations (see extracts 
and quotations) 
reference to incoming 

correspondence.. 145.15 

registered mail.120.62 

revised or redictated letters. 145.13b 

restricted mail.120.61 

salutation......125 

special forms....125.1 

second page.135.2, 135*3 

secret mail.. 120.61 

signature.145 

notations after 145.1, 145.11, 145.12, 
145.13, 145.14, 145.15 
145.16 

spacing...120.62 











































































INDEX 


Sac. No, 


Margins 

cablegram* and airgrams..540 

letters. .135 

memoranda..325 

official documents..61G.*. 


Marks for Carbon Copies to Persons 
Other Than Addressee,..145.16, 325,33. 

440.3, 565.3 


Memoranda 

(see Inter-office memoranda) 


Message 

cablegrams and air grams.540 

Notations 

after signature of letters.... 145*1 

after text of memoranda. 325*3 

after text of telegrams.440 

with addresses 

letters*.,..120.6 

memoranda,.315*4 


Numbers and Symbols in Telegrams 425*1 


Official Documents 

carbon copies.,..605 

paper...600 

points to be checked.615 

spacing..610.3 

style... 610 

title.... 610.1 

margins.610.2 

indention and spacing.610,3 

punctuation....610,4 

geographic names.610,5 

Office Code Symbol 

cablegrams and air grains.5 25 

letters. 110 

special instructions. 110,1 

Pagination 

cablegrams and air grains. 540.1 

letters...135*3 

memoranda. 325*2 

telegrams. 425*3 


dec. No, 

Paper for Official Documents.•• 600 


Penalty Envelopes.. 

Points for Review 

cablegrams. 575 

letters.| 16/70 

memoranda,.... 345 

official documents. 615 

telegrams... 465 

Postal Zone Number.•«...120,4 

Punctuation 

letters 

address........ 120 

complimentary close.,...,,, 140 
memoranda 

address........ 315*1 

subject,.. 320 

official documents.. 610.4 

telegrams... 425 

Quotations 

letters. 135*1 

memoranda.... 325*1 

official documents.610.3 

References 

cablegrams and airgrams.. 525 

letters.145*15 

Registered Mail...120.62 

Regular Clearance on Cablegrams 
and Airgrams. 560 

Revised or Redictated Letters,. 145*13b 

Rough Draft Letters............ 145*13^ 

Routing 

cablegrams...570 

Salutations .... 125 

special forms of.. 125*^ 





















































INDEX 


Sec . No* 


Second Page 

cablegrams and airgrams... 540.1 

letters.. 135*2 

memoranda. 325.2 

telegrams.. 425.3 

Security Classification 
cablegrams,.*.510 

Separate Cover...145.12 

Service Message Requests,.440 

Signature 

cablegrams and airgraras• 545 

letters...145 

telegrams. 430 

Special Delivery Mail..120.62 

Special Markings 

letters.120.5 

Street Numbers.120.3 

Style of Official Documents.610 

Subject 

letters.130 

memoranda. 320 

Telegrams 

address.420 

assembling.450 

body...325 

book messages. 405.2 

carbon copies...405, 405.2 

certification 

"charged to" telegrams. 435.1 

"collect" telegrams......... 435.2 

official Government 

messages..435 

date.415 

disposal...460 

file station... 440.4 

form.....400 

identification of dictator. 

and stenographer. 405.1 

initialing and signing.455 


notations on carbon copies.... 440 


Sec. No. 


numbers and symbols. 425.1 

pagination. 425.3 

points for review.465 

service message requests...... 445 

signature...430 

type.410 

Titles 

in addresses.120.1 

official documents...610.1 

Type 

telegrams.410 

Verification of Figures and 
Foreign Names. 425.2 

Zone Number.120.4 
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